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REPORT ON SUBSTANTIVE, ADMINISTRATIVE, AND TECINICAL
STUDY OF THE INTELLIGENCE PERIUDICALS INDEX

1. Authority for Study

In conpection wits the review of Agency publicetions by CIC tc ep-
praise tae need for productico end publicaticn, GBQ bas been muthorized
to undertsie studies of the administrative and technical problems
involved in producing the verious publications wita & view to coordinat-
iog printing prcduction, determining most suitavle methcds, snd alfect-
ing eccnomies wherever possitle.

The substantive, administrative, and tecinicsl study of tae Intelli-
gence Pericdiceis Index was sgreed upon cm 13 August 1953 st & meeting
of representatives of O, OCD, and GBC. O0IC was represented oy Mr.

25X1A ; OCD was v s Andrews, AD/CD, Ccl.
/CD, and Librarien; General Services
25X1A ice was represented by , Chief, Printing Adviscry

Staff. It wves determined that the subJect publiication would be reviewed
cocperatively by OIC and OCD from tae substantive stendpoint and by 680
and OCD fram tie sadministestive and tecanical standpoint. The study was
started on 13 August 1953,

2. Bacikground

The Intelligence Periodicals Index is an index by gubject and by area
t0 selected articles and studies contained in & selected mumber of tae in-
telligence periodicals which are received by the CIA Litrary. The index
is issued menthly and there iz also a semignmuel cumuletion ismsued twice
each yeer which contains the consolidated listings of the preceding six
menthlies. The program was atarted 1 Jamuary 1953. The only present
cumaletion is that published in July 1953.

The Index is printed by tne photo-ofTset metaod from copy prepared Ty
tae OCD Library. Three hundred copies of each lssue are printed and
distributed. Priating cost (direct labor snd meterial) avereges $100.0C
for the mcathly index end $400.0CC for the semiannual cumalation. Approxi-
mate anmal cost is $2,000.00. This cost does not include the cost of

typing end preparing copy by OCD.
3. Scope of Study

Tae study covered all operations lavolved in handling the indexes from
Yhe typing and preparation of ccpy in OCD to the printing end dissemination
ty the Printing and Reproduction Division. Subetantive review included
preliminary discussions with selecied users to determine tie usefulness
of tne publiceticn and to obtain suggesticns for isprovement.

k. Flnd.nes and Recommendaticns

it was fuund thut tae Intelligeuce Periud cals Index is a very worita-
winlle publiceticn and taat its value ic the Agency and tae other IAC
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Agencies is entirely commensurste with the cost of preparstion amd print-
ing. It wes slsc found that this publication presents no particuler pro-
duction problem from the technicel pripting stendpoint.

It was Tound however that the ngefulness of the publicetion eculd be
improved by certain changes and thet some savings could be made in tae
cust of preperation for printing and in printing.

Tonere follows e listing of speciflc findings and recommendeticns per-
taining theretu:

Finding Ho. 1
Several acceptable suggestions have veen mede In meetings aeld wita

asers of the index as to substantive chasnges which will increase its
usefuiness.

Becommendation No. 1

Tnat OCD and OIC continmue tc evalusie user reacticn tc the Intell’-
gence Periodical Index and (nat OCD initiate those impravements waica
have peen agreed upon as increasing the usefulness of the publicaticns.

Finding Ho. 2

Botia the monthly index and the semianrmel cumulation nave a printed
front cover and a blank beck czover of heavy isdex paper. The boous ave
stapled and ere covered with a muslin backstrip. They alsc heve a title
pege printed on the seme psper as the text.

Recopmendation Ho. 2

That toe mcntaly Index be printed with a celf cover in the place ol -
the present title pege end saddle siitched, taereby elim'neting the
peparste cover on index psper. The contents of the mopthly indeles are
printed in the semisnnusl cumuietions; thereafter the six preceding
scatilies become unnecesssry for further reference purposes. The self
cover reccmmended wlll be sdequate to witastand the wear for the short
length of time the monthly publications will be in use.

¥hile the dcller savinges involved in tais recumsendstilun sre small
they are neverthweless considersd worthwhile. Anmal savings are estl-
mated at $150.00 inmcluding labor and meterial.

Finding No. 3

On the monthly indexes, page vii, "Key to Abbreviations spd Symbols”,
is printed as an odd page, blan: on the hacs, wille page v: is alev vlen-.
Tais errvacgemeni resulis in two unnecesgary ulan: pages. Tals page also
follows a blan: page in tae semannual cusmlaticn.

/
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Recommendaiion Bo. 3

Toat the present page vii be printed ss page vi on tae back cf page v
in the mcnthly index end that this pege primt on tae tlank page which pre-
ceedls 1t in the semisnmual cumulaticn thereby eliminmting two blanz pages
in eaca of the publicaticns. This reccssendsticn wili resuit in mcre
economical use of paper.

Finding Ho. 4

The listings in the indexes sre typed twice in prepacing the copy for
printing. The first typing is on 5" x 3" slips and the second typing ie
o8 5" X 3" cards. The 5" x 3" slips sre used Lor reference purposes waile
the publication is being printed and are liled with tihe referenced publi-
caticn after the imdex is printed us e ready reference ic indicate ma-
terial from the publicatioca included in the Index. This slip is alsc
marked fcr Justification and is used as copy for the second typing on
5% x 3" cards. Tals card, with typing Jjustified, is used for meking
up pages for photogrephing for printing. Walle both the alip and card
are used, doucle typing is required tu vbiain the justified right hand
marging.

After the montialy index is printed the 5" x 3" cards are filed for
later use in meiting up the semianousl cumulation.

Reccamendation Ho. 4

That the monthly indexes and semisnnual cumuiations be printed wita
unjustified right hand mergine. This will eliminate the second typing
of each of the listings and will reduce typing time 50 percemt. In order
to obtain the 5" x 3" slips vhich are necessary for filing with the
referenced publications cerben coples can be made when typing the 5" x 3"
cards.

Finding No. 5

CIA Librsry perscnnel have develcped sn ingepecus device vhica greatly
facilitates sssembling the 5" x 3" cards intc pages for pactogrsphing for
offset printing. While this methcd can hardly be improved upon there is
considersble waste spece on emch of the printed pages due to elloving tcc
mach gpace betveen itema.

Recommendation No. 5

That less space be allowed between Iltems in the indexes in crder to
get mocre printed matier on each page and conserve peper. It is realized
that opace sdjustments are necessary in order tc equaiize tae deptn of
the columns. However, lessening space betwesn listings rether than in-
creeeing 1t should be the rule in making up peges.
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Pl
Buasmey

The substantive and tecbmical study of the Iatelligence Periodicals
Index and Semiannusl Cumalstion clesrly indicates that this 1lp & worth-
while publication whieh fully jJustifles the expense «f pro@ucing it.
Alsc determined is tae fact that the preparation of thals publicaticn ls
an efficient operaticn which was carefully plammed in all details prior
to begimning publication. As previcusly stated nc particulsr produc-
tion protlems are iwrolved.

Tne reccmmendations mmde herein will sssuwie continued cocperatlve
study by 0IC and OCD of possidble improvements from the substantive
standpoint and will reduce prepsration and printing ccsts. Even tacuga
overall costs are modest, these reccmmendstlicns will result in savings
of 50 percent of present typing time snd about 10 percent of the present
annual printing costs.

20X1A
/ 9/ . J o?ﬂ .33
Chief, Printing Advisory Staff
dpproved for forvarding snd discuseion 25X1A
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